PHILIP MORRIS USA 

INTER-OFFICE CORRESPONDENCE 
Richmond, Virginia 


TO: 


FROM: 


Stuart E. Rickerson, Esquire 

Joint iEask Force on Records Management 


Date: 1/10/90 


Diane A. Perkins 
Manager of Purchasing and Inventory Information 
MRO Purchasing Department 


SUBJECT: Records Management Program Sixty Day Implementation Report, 

Operations Support 


The Richmond Operations Support area includes 304 salaried and 192 hourly 
personnel, with: employees working all three_ shifts in numerous physical 
locations. We have eight separate Records Retention Schedules to cover the 
different functional areas. Records Representatives have been appointed for each 
area. These representatives are in the process of updating the Retention 
Schedules and are coordinating the inventory and labelling process. 

I attended my first training session on October 10, 1989. I presented the 
information to the Operations Support Directors on October 27, 1989, and 
requested representatives from each of their areas. 

On November 15th and 20th, the Records Retention Project material was presented 
to 16 Records -Retention Representatives. They were given the task of training 
the others in their departments and coordinating the program implementation. 

Valuable assistance was received both in training and answering questions from 
Lewis Cummings, Ann Thompson, Tom Ratliff and Wayne Baughan in the Records 
Management Department. 

Various other training and briefing sessions have been held in each area. I 
personally assisted in an overview for the Managers in_MRO Purchasing in November 
and in one for the Managers in Direct Materials Purchasing in December. I am 
aware of at least 50 employees who received training directly from the Records 
Retention Representatives in their area. The training process is still in 
progress, however, as each area is approaching the project differently, based on 
their particular working environment and existing workload. 

On December 15, 1989, all areas under Operations Support completed a baseline 
starting measurement of all files in their respective departments, and submitted 
the results to Lewis Cummings. 
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Source: https://www.industrydocuments.ucsf.edu/docs/yfck0000 



The following are the.records that exist. Inventorying and labelling are in 
process: 


Paper Files 

73,557" 

Microfiche 

68" 

Manuals 

3,432" 

Binders 

2,265" 

Blueprints/Drawings 

215" 

Diskettes 

158-1/4" 

Computer Tapes 

26 tapes 

Disk Packs for DEC PDP 11/70 

14 disks 


Many of the departments in Operations Support transfer the second prior year's 
records to storage in January. -This has been standard practice for many years 
and is not a result of this project. The January report will reflect these 
transfers. 

We have not realized,, nor do we anticipate, cost savings from this project. 

There may be space savings, however, because many records are being disposed of. 
One disadvantage of the disposal process is that the information and trend data 
provided to Management in the future will cover a shorter time span. 

One hundred eighty-three (183) manhours have been expended to date. We 
anticipate completing the current phase by the end of second quarter. My 
comments and suggestions follow: 

The training provided in the current program clearly covered the concepts of 
Records Management, however, it could be improved to include more detailed 
instruction on exactly "how" to implement the program. There were many "gray" 
areas that required interpretation. As an example, the instructions given for 
completing the Records Inventory Form did not explain or define VOLUME. As a 
result, the column entitled VOLUME may be left blank or completed inconsistently. 
Another "gray" area involved how to handle an individual's desk files. For 
example, many people keep "reminder" or "tickler" or "pending" files. These were 
not clearly covered in the instructions nor on the retention schedules. 

I feel, also, that to efficiently make use of the voluminous records inventories 
being compiled, a computer system is vital. 

The new material in the Records Management Manual was another confusing area. 

For example, it contained an updated version of the Policy and Procedure 
Instruction 05-400 which differed from the Richmond PPI Manual. Also, Directors 
and Managers were not familiar with the statement in Section 4 of the Records 
Management Manual that states that "All employees, as a term of employment, are 
responsible for ensuring that records maintained by them are properly identified, 
retained, transferred, and disposed of in accordance with the Records Management 
Program." The brief Instructional Booklet provided to us at the end of October 
has been helpful in employee training. 


cc: Lewis M. Cummings 

Arthur J. DeBaugh (Hunton & Williams) 
Alex J. Kay, Jr. 


Source: https://www.industrydocuments.ucsf.edu/docs/yfckOOOO 
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